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Administration,  see  Boggets, 
Cosebier,  Georgia  Business  Edu¬ 
cation  Assn.,  Hansen 
Administrators  Hove  Problems,  77 
Ah,  Summer  School,  399 
Alumnae  Luncheon,  An,  224 
And  a  Few  Good  Books,  Too,  64 
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Problem  in  Bookkeeping,  291 
Are  Your  Shorthand  Students  Get¬ 
ting  the  Full  Help  of  Audio- 
Visuol  Aids,  2B7 
Arithmetic,  see  Wheeler 
Audio-Visual  Aids,  see  Sr.  Speclosa 
Bohr,  Gladys,  Consumer  Educa¬ 
tion,  3S,  137,  191,  243,  29S, 
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gram  for  Business  Teachers, 
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en 
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Unit  in  Office  Practice,  323 
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cussion,  499 

Borns,  Sylvia  A.,  Dees  Music 
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High  School  Equivalency  Oiple- 
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Beveridge,  Animmath  D.,  The 
Business  Teacher  As  a  Coun¬ 
selor,  21 


Boggess,  Louise,  Modern  Planning 
for  Business  Training  in  Menlo 
Park,  Calif.,  41;  in  Richmond, 
Calif.,  239 

Bookkeeping,  see  Benninger, 
®Nggs,  Gorrison,  Houser,  House, 
Ryan,  Sotlow 

Bookkeeping  and  the  Student's 
Personal  Business  Life,  14 

Bookkeeping  Contest,  Business 
Education  World's  14th  Annual 
International,  237;  also  see 
Briggs 


Bookkeeping  Contest  problems, 
September  and  October  win¬ 
ners,  304;  November  winners, 
244;  November  ond  December 
winners,  402;  January  winners. 


Bookkeeping  Practices  versus 
Bookkeeping  Courses,  4S4 
Bookkeeping  Students'  **Tok  Clin- 
ic,**  232 

Bookkeeping  Surveys,  see  Gem- 
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Yoyr  Rocerdi  in  a  Vitlblo  Filo, 
1M 
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Entry,  122;  Tie  in  Timely 
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Preporing  Finoncial  Statements, 
236;  Business  Educotion  World's 
16th  Annuol  Intemotional 
Bookkeeping  Contest,  264;  Us* 
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343;  The  Use  of  LWe  Assign¬ 
ments,  402;  Clinching  the 
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Bruner,  Ruth,  Ah,  Summer  School, 
396;  Lo!  The  Poor  School 
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Building  o  Better  Bookkeeping 
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Bullctin*BooH  Ideas  Especially 
for  the  Secretoriol  Studies  De* 
portment,  14 

Bulletin  Boards,  see  Musselmon, 
Strony,  Toft 

Bulletin  Boards  for  Business 
dosses,  113 
BEW  on  Microfilm,  223 
Business  Education  World's  16th 
Annuol  Intemotionol  Bookkeep* 
ing  Contest,  264 
Business  Low,  see  Rosenblum, 
Sotlow 

Business  Letters,  see  Kruger 
Business  Scene,  see  Speciol  Fea¬ 
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Business  Teacher  As  o  Counselor, 
The.  21 

Con  We  Predict  Superior  Achieve¬ 
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Coofon,  Somuel  W.,  Distributive 
Educotion,  36,  66,  136,  162, 
244,  266,  346,  406.  460,  SI  6 
Cosodel,  Koy,  For  Typing  Speed 
with  Accuracy,  342 
Cosebier,  E/eonor,  Modem  Plan¬ 
ning  for  Business  TroMing  in 
Corbondole,  Illinois,  16S 
Check  List  of  Good  Teoching 
Proctices  for  the  Business 
Classroom,  A.  66 
Clossroom  Lighting,  see  Woke- 
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Clements,  Cforlo,  Store  for  o 
Week,  507 

Clerical  Practice  Isn't  Necessor- 
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Clevelond  Electric  llluminoting 
Compony,  25 

Clifford,  l^othy  Heft,  My  Fav¬ 
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Clinching  Hie  Clossificotion  of 
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Comfortable  Seeing  in  Your  Closs¬ 
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Committee  Work  in  D.  E.,  403 
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Consumer  Education,  see  Special 
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"Context  Clues"— A  Typing  De¬ 
vice  for  Pretranscription  Troin- 
ing,  262 

Counseling,  see  Beveridge 
Demon,  G.  Let  Them  Lough, 
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OeLortcey,  Opel  H.,  Typewriting 
for  Adults  in  o  Metropolitan 
Night  School,  330,  375 
Delta  Pi  Epsilon,  123 
Oilley,  Dwight  H.,  Brooking  the 
Ice,  116 

Distributive  Education,  see  Spe¬ 
cial  Features,  Beede,  Bernord, 
Gendron,  Hecht,  Kneelond,  Kro- 
wits,  Willioms 

Does  Music  Troinlng  Aid  Typing, 
263 

Double-Duty  Words  Impede  Un¬ 
derstanding  of  Business  Low, 
20 

Dromotisotion  in  Clerkol  ond 


Secretarial  Proctice,  64 
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perior  Achievement  In  Short¬ 
hand,  276 
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"Lift  Boxes,"  327 
Exploring  Some  Mysteries  in 
Transferring  the  Skill  of  Mon- 
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Federal  taxes,  see  Your  Tox  I.Q. 
Fedor,  Loddie  A,  Exploring  Some 
Mysteries  in  Transferring  the 
Skill  of  Monuol  ond  Electric 
Typists.  63 

Ferguson,  Harold,  An  Integrated 
Unit  in  Office  Proctice,  323 
Filing,  tee  Rock,  Sawyer 
Filing,  Teaching  of,  175 
Films,  see  Wheeler 
For  Typing  Speed  with  Accuracy, 
342 

For  Your  Bulletin  Board,  176 
Fosdick,  Marion  £.,  My  Favorite 
Device  for  Transcription,  506 
Free-Lance  Compony  Training, 
371 

Gommardeffo,  frank  It.,  Whot 
Students  Think  About  Pull,  344 
Garrison,  Lloyd  L.,  Puulogroms 
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Gemmefi,  fames.  Hew  to  Improve 
Bookkeeping  Surveys,  127 
Gondron,  M.  Gerard,  Store  for  a 
Doy,  326 

Georgia  Business  Education  Asso¬ 
ciation,  Modem  Planning  for 
Business  Training  In  Georgia, 
221 

Getting  Moteriols  Reody  for  the 
New  School  Term,  217 
Getting  Ready  for  Amerkon  Ed- 
ucotioa  Week,  66 
Getting  the  Most  Out  of  the 
Filing  Unit,  332 
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the  Use  of  Prelectors,  61 
Golden  Anniversory  ot  Acker's, 
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ting  Reody  for  Amerkon  Edu¬ 
cation  Week,  66;  "Toke  a  Sec- 
retorial  Course  .  •  117; 
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ing,  166;  The  Use  of  Dramotks 
to  Recruit  Mere  Business  Ma¬ 
jors,  235;  Open  House,  276; 
"You  Get  Your  Money's  Worth 
When  You  Buy  a  Business  Ed¬ 
ucotion,"  336;  The  Use  of  As¬ 
sembly  Programs  to  Recruit 
Mere  Business  Mojors,  366; 
Spring  Cleaning  Your  Business- 
Club  Programs,  451 
Gregg,  John  Robert,  Aword,  The, 
436 

Gregg  Shorthand  "Goes  Audio," 
216 

Halo,  Jordan,  Dromotixation  in 
Clerkol  ond  Secretoriol  Proc- 
tke,  64;  "Context  Clues" — 
A  Typing  Devke  for  Pretran- 
scriptien  Training,  262;  Teach 
Them  Hew  to  Read  Wont  Ads, 
504 

Honsen,  Or.  Kenneth  J.,  Admin¬ 
istrators  Hove  Problems,  77; 
Professionol  Reoding,  37,  66, 
136,  163,  245,  267,  346,  406, 
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Hoeroll,  Mary  H.,  And  a  Few 
Good  Books,  Too,  66 
Hauser,  Marvin,  Bookkeeping 
Proetkes  versus  Bookkeeping 
Courses,  456 

Hecht,  Joseph  C.,  Script  for  a 
Fifteen-Minute  Rodio  Brood- 
cost,  67 

Helping  Pupils  Work  Together, 
230 

Honor,  Loono  Ann,  Household  FI* 
nonce  Corporation  Consumer 
Booklets  Hove  Been  Revised 
and  Improved,  266 
Hicks,  Dr.  Charles  B.,  RRR's  in 
Secretoriol  Proetke,  177;  Re- 
olism  in  Secretoriol  Proetke, 
233;  Humon  Relations  in  Soc- 
retorial  Proetke,  273;  Review¬ 
ing  the  "Bosk"  In  Secretoriol 
Practice,  337 

High  School  Equivolency  Oiplomo, 
The,  376 

Hochmuth,  Joseph  H.,  Typewrit¬ 
ing  Progress  Chart,  32 
Hofor,  John  P.,  No  Muss— No 
Fuss,  366 

Homeroom  Progrom,  244 
House,  Dr.  F.  Wayne,  Are  You 
Solving  the  Reoding  Problems 
in  Bookkeeping,  261;  We  Con 
Solve  the  Arlthmetk  Problem 
in  BookfcMpIng,  3t7 
Household  Einoiico  Corgorotlon 
Consumer  Booklets  Hove  Been 
Revised  and  Improved,  2lt 
How  I  Get  My  Students  to  Do 
Their  Homework,  72 
How's  Your  Technique,  ISO 
How  to  Improve  Bookkeeping  Sur¬ 
veys,  127 

How  to  Organize  an  Electric  Typ¬ 
ing  Clinic,  501 

How  to  Plan  a  15-Minate  Radio 
Program,  325 

How  to  Put  on  a  TV  Program,  2B 
How  We  Built  D.  E.  in  Atlantic 
City,  44a 

How  We  Combined  Advanced 
Typing  with  Office  Mochbies, 
3B2 

How  We  Know  What  fe  Teach 
in  Clerical  Practice,  442 
Huffman,  Dr.  Horry,  Clerical 
Practice  Isn't  Necessarily  Of¬ 
fice  Practice,  3B4;  What 
Should  We  Teach  h<  a  Clerical- 
Practice  Course,  440;  Who 
Should  Study  Clerical  Practice, 
4S« 

Human  Relations  In  Secretarial 
PriKtlce,  273 

Humphrey,  Katherine,  The  Risk 
of  "Speed  First"  In  Typing,  29 
Nveem,  Frank  M.,  Hew  We  Com¬ 
bined  Advanced  Typing  with 
Office  Machines,  3B2 
In  Your  Night  School  Shorthand 
Class,  24 

In-Service  Programs  for  Business 
Teachers,  see  Snyder 
Integrated  Unit  in  Office  Prac¬ 
tice,  An,  323 

Is  the  Letter-Placement  Table 
Really  Necessary,  502 
Jenkins,  Lawrence  A.,  My  Fa¬ 
vorite  Device  for  Teaching 
Shorthond,  405 

Jensen,  Barry  T.,  Helping  Pupils 
Work  Together,  230 
Jones,  Edward  C.,  How  to  Plan  a 
Fifteen-Minute  Radio  Program, 
325 

Journal  Entry,  The,  122 
Keeping  Your  Records  in  a  Visi¬ 
ble  File,  16S 

Kneelond,  Or.  Natalie,  Activity 
Analysis,  120;  Shopping  Sur¬ 
veys,  227;  Student  ActhrHIes 
in  Obtributive  Education,  2B9; 
Committee  Work  In  D.  E.,  493; 
Use  Obiective  "Tests"  to  Stim¬ 
ulate  Good  Discussion,  499 
Krowitz,  Myron  J.,  Hew  Wo  Built 
D.  E.  in  Atlantic  City,  44S 
Kroii,  Or.  Abraham,  Mimeograph 
Duplication,  490 

Kroneiiwetter,  Evelyn  F.,  Wiring 
Plon  for  Electric  Typewriters, 
497 

Kruger,  Ellen,  A  Test  on  the  Me- 
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chmict  of  Ty^bif  tininoH  Lot- 
ton,  7S 

Laaco,  Woltor  M.,  Now  ■ooiaoo* 
Eqalomoiit,  102,  1S4,  200,  2Sa, 
2*2,  422,  474,  522 
Lot  Thom  Louth,  102 
Lottofod  Vonus  Blank  Typowritor 
Koyboordt,  425 

Uoyd,  Or.  Mam  C.,  Royal  Adoph 
Now  Foaturot,  74;  How*!  Your 
Tochniquo,  lU;  Gropt  5hort- 
hond  "Goo*  Audio,"  21f; 
South-Wo«tom,  275;  Smlth- 
Corona'i  SOHi  Annhronary,  241; 
SoundScrlbor  OHon  Intontivo 
Trokibio  Cout»o  for  Schoolt, 
274;  Tho  John  Robort  Groog 
Awoid,  42«;  Adding  Mochlno* 
That  "Think,"  444 
Lol  Tho  Poor  School  Ma'rm,  4BS 
Louhiona  Butlnon  Education,  121 
Mon  Buy  Lot*— But  Poy  Moro,  222 
Microfilm,  <*o  BEW  on  Microfilm 
Mhnoogroph  Duplication,  490 
Modom  Planning  for  Businost 
fining,  41,  105,  220,  249, 

Murphy,  Ira  A.,  Modom  Planning 
for  Butinn*  Trolning  in  Woll- 
ton,  Arizona,  445 
MuMMalman,  Dr.  Vornon  A.,  Bullo- 
tki  Beard*  for  Butino**  Cla**- 
o*,  112 

My  Fovorito  Dovlcos  for  Tooching 
Shorthand,  405,  504 
My  Fovorito  Dovlcos  for  Teaching 
Tronccription,  120,  170,  509 
Now  In-Betwoon-SIzo  Typowritor, 


No  Mu** — No  Fus*,  204 
Now  Thoy'ro  Doing  Bookkooping 
on  "Accounting  Board*,"  510 
Offic*  Machine*,  **a  Baughom, 
Ferguson 

On  Stag*  with  Business  Teachers, 

so*  Groan 

On-tho-Job  Ezporionco  for  Typing 
T«0€h«rty  tS 

Oiiwthfiob  Trolning  ProgrofUp  IS 
On  tho  Mtnu  This  Summtr  in 

O'wiw  J  Coonfry.  393 

CTNoW  i.  H.,  My  Fovorito  Dovlcos 
tor  Tooching  Shorfhond,  506 
Opon  Housop  279 

'’*Educoltolr,‘'l3l"‘’‘" . . 

Picking  a  Summer  School,  291 
Planning  Your  Offico-Mochinos 
Course,  229 

Postal  Zenos,  soo  Your  Own  Pos- 
toi  Zonor 

Preparing  Analyses,  2B0 
’’'^'‘"9  Financial  Statomonts, 

Professional  Reading,  soo  Special 
Features 

Prefessionol  Report,  see  Special 
Features 

Froioctors,  sea  Gibson,  Straub 

'*•9  “"<*  Purpose 
into  Your  Business  Club's  Moot¬ 
ing,  119 

RRR's  in  Secretarial  Practice,  177 
Radio  BroodcosH,  see  Hoebt, 
Jones 

tettored  Versus 
Btenk  Typewriter  Keyboards, 

"*233"'  ***'**“''®'  Practice, 

"Tayroll,'‘$r‘"*~^'’' 

Reco^rders,  m  Gregg  Shorthand 
sS?th  "oMnblum, 

♦« 

Wrrto  Letters,  495 

**“  “»«•«»"  i"  Secre¬ 
tarial  Practice,  337 

Ro^m  Gerald  ■„  Dramatizing 

m"  *"  *’’•  **  " 


Rock,  tarl  F.,  Getting  tho  Most 
Out  of  tho  Filing  Unit,  332 
Rohn,  Fred  #f..  Preparing  Analy¬ 
ses,  3B0 

Rosonblum,  Irving,  Voko  Record¬ 
ers  In  tho  Businoss-Law  Class, 


173;  The  Troosur*  Hunt.  400 
Rows,  Dr.  John  L.,  Typing  Drills: 

Numbers  and  Symbols,  134 
Royal  Adopt*  Now  Feature*,  74 
Ryan,  Brotbor  Loo  V.,  Bookkoop- 
Ing  Students'  "Taz  Clinic,"  232 
Sotlow,  Dr.  1.  David,  Deublo-Duty 
Word*  Impodo  Understanding 
af  Busbios*  Law,  20;  Getting 
Material*  Ready  for  tho  Now 
School  Term,  217;  Action  Ques¬ 
tions  In  Bookkooping,  334 
Sawyer,  N.  Moo,  Filing,  Teaching 
of,  175 

Script  for  a  Fiftoon-Minufo  D.  E. 

Radio  Broadcast,  47 
Secretarial  Studios,  soo  Halo, 
Hkks,  Taft 
Selling,  see  Robbins 
Shopping  Surveys,  227 
Shorthand,  soo  In  Your  Night 
Shorthand  Class,  Dllloy,  Duch- 
on,  Jenkins,  Sktor  M.  Spociosa, 
Straub 

Shostah,  Rosolyn  R.,  Erasing — A 
Verbatim  Script,  443 
Sister  M.  Speciosa,  Arc  Your 
Shorthand  Students  Getting  the 
Full  Help  of  Audio-Vhual  AMs, 
2S7 

Smith,  fthof  Beatty,  Why  You 
Should  Hove  o  Tape  or  Wire 
Recorder,  17 

Smith-Cerena  Celebrate*  H*  SOth 
Anniversary  in  1953,  341 
Snyder,  Wolter  M.,  The  BoHImar* 
County  In-Service  Program  for 
Business  Teachers,  27t 
SoundScrIbor  Offers  Intensive 
Training  Course  for  Schools, 
374 

South-Wostem,  275 
Speciol  Features, 

Business  ScetM,  4,  111,  143, 
215,  244,  319,  349,  430, 

441 

Consumer  Education,  35,  137, 
191,  243,  295,  347,  407, 

459,  517 

Distributive  Education,  34,  BB, 
13B,  192,  244,  294,  34B, 

404,  440,  514 

New  Business  Equipment,  102, 
154,  204,  254,  310,  342, 

422,  474,  532 

Professional  Reading.  37,  49, 
139  193,  245,  297,  349, 

409,  441,  519 

Professional  Report,  45,  97, 
149,  201,  252,  304,  357, 

417,  470,  529. 

Teaching  Aids,  34,  90,  140, 
194,  244,  294,  350,  410, 

442,  520 

Spelling,  see  Reva 
Spring  Cleaning  Your  BusirMss- 
Club  Programs,  451 
Steverrs,  Evelyn,  Hew  to  Put  on  a 
TV  Program,  24 
Stevens,  Lather  D.,  Now  They're 
Doing  Bookkeeping  on  "Ac¬ 
counting  Boards,"  510 
Store  for  a  Day,  324 
Store  for  a  Week,  507 
Straub,  Lara  Lynn,  Training  bi 
the  Use  of  Prelectors,  41 
Strony,  Madallna  S.,  On-the-Job 
Training  Program,  25;  For  Your 
Bulletin  Board,  179 
Student  Acthritks  In  Distributive 
Education,  249 

Student  Committees,  see  Jensen 
Summer  School,  1953,  391 
Summer  Schools,  see  Bruner, 
Woodward 

Taft,  MlUrad  1.,  Bulletin-Board 
Ideas  Especially  for  the  Secre¬ 
tarial  Studks  Department,  14 
"Take  a  Secretarial  Course  .  .  . 
117 

Tata,  Mariam,  An  Alumnae 
Luncheon,  224 
Teach  Spelling,  TOO,  129 
Teach  Them  How  to  Read  Want 
Ads,  504 

Teacher  Employment,  tee  Brennan 
Teaching  AM*,  see  Speeial  Fea¬ 
ture* 

Teaching  PrcKtke*,  tee  Cohn 
Tekvhion  Programs,  see  Stevens 
Templeton,  Louise,  On-the-Job 
ExperietKO  for  Typing  Teach¬ 
ers,  45 


Test  on  the  Mechank*  of  Typ¬ 
ing  Busbiest  Letters,  A.,  75 
They  Must  Loam  to  WrHe  Let¬ 
ters,  495 

Thirty-Two  Year*  in  D.  E.,  234 
Tk  In  Timely  EvenH  With  Boek- 
koeping,  144 

Today's  Secretary,  Dktotioa  Tran¬ 
script,  40,  92,  142,  194,  244, 
300,  352,  413,  445,  522 
Tracy,  Beatrice  Kell,  Modem 
Planning  for  Buthres*  Trabibig 
In  Wellton,  Arizona,  445 
Training  in  the  Use  of  Prelectors, 
41 

Training  the  Bank  Employee,  33 
Transcription,  see  Clifford,  Hale, 
Heit,  Welk 

Treasure  Hunt,  The,  400 
Typewriters,  tee  New  In-Between- 
Size  Typewriter;  Royal  Adapts 
New  Features;  Wiring  Plan  for 
Electrk  Typewrifors 
Typewriting  for  Adult*  In  a 
Metropolitan  Night  School, 
330,  375 

Typewriting  Progress  Chart,  32 
Typlng>  *••  Bern*,  Cosodel,  Da¬ 
mon,  DeLancey,  Erkn,  Fedor, 
Hochmuth,  How's  Your  Tech- 
nique,  Humphrey,  Hveen,  Rowe, 
Winger,  Zimmer 

Typing  Drills:  Numbers  and  Sym¬ 
bols,  134 

UBEA,  Mountain-Plains  Business 
Education  Region  of,  5 
Use  Objective  "Tests"  to  Stimu¬ 
late  Good  Dheussion,  499 
Use  of  Assembly  Programs  to  Re¬ 
cruit  More  Business  Majors, 
The,  349 

Us*  of  Dramatks  to  Recruit  More 
Business  Majors,  The,  235 
Us*  of  Live  Assignments,  The, 
402 

Using  the  Columnar  Cosh  Journal, 

343 

Van  Wagenen,  R.  C.,  Training  the 
Bank  Employee,  33 
Visible  Files,  see  Brody 
Voke  Recorders  In  the  Business- 
Law  Class,  173 

Wakefield,  Georg*  P.,  Comfortable 
Seeing  in  Your  Classroom,  321 
Ways  to  Land  A  Summer  Job,  455 
W*  Can  Solve  the  Arithmetk 
Problem  in  Bookkeeping,  347 
W*  Hove  on  Assistant  Teacher  in 
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